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What is the function of the office in which this record series is createév

0.

The Office of Administrative Affairs, under the supervision of the Deputy Commissioner,
is responsible for the administration and coordination of the-Administrative Services of
the Department. Included are: (1) programs involving appropiation of funds and the
budgeting of the disbursement of these funds, (2) the programs involving the procurement
of manpower for the filling of vacant or scon to be vacant positions (Personnel Adminis-
tration Unit), (3) programs involving the training (orientation, in-staff and academic)
of employees of the Department (Staff Development Unit), (4) services involving the eval-
uation and analysis of programs of the Department (Program and Management Analysis Unit),
(5) services involving the development of new programs in the Department (Planning .and
Development Unit, (6) accounting and supportive services of the Department (Finance and
Services Unit).
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ATTACHMENT SHEET
¢

PUBLIC ASSISTANCE AIJ'IHORIZATION FILES
Documents relating to the autherization
of monetary assistance (Public Assis-
tance) to eligible receipients in the
State. Included are:
1. 301-Initial Authorization
2. 302-Status Change or termination
3. 303-Corrective Action
4. 304-Supplemental payment
5. 306-Address Change
6. 307-County hold order/Disposition
advice ;
7. 308-State hold order/Disposition
advice
8. 309-Check undelivered notice
9. 310-Check returned by county
10, 314-Check cancelled at State
office
11. 394-394,1-Authorized for payrrent
to nursing home vendor
F11es are arranged by batch number.

PUBLIC ASSISTANCE CANCELLED CHECK TFILES
Documents relating to the expenditure of
Public Assistance Monies. Included are:
Form #326 - Public Assistance Cancelled
Check, Files are arranged numerically
by batch number, then by date.

COUNTY CORRESPONDENCE FILE
Documents relating to official corres-
pondence between county Department of
Family and Children Services and the
State Department. Included are:
1. form letters making corrections
in date, address, status, signature
2, letters of transfer of Publlc
Assistance checks
3. miscellaneous transmittal letters
Files are arranged alphabetically by county.

STOP PAYMENT FILES
Documents relating to the stopping of pay-

"ment on a Public Assistance check, Included

are:

1. Dept. form 104(362)

2. County Department transmittal letter
re: Stop payment of public check
(form 65u)

3. Lletter from county to state

4, Letter to bank re: Stdép Payment

5. Copy of public assistance check
with original check that was cancelled

6. Acknowledgement letter from bank re:
Cancellation of public a551stance check

File is arranged by county.

A

Cut off mnthly, hold in current
files ared for one (1) year;
transfer to State Records Center
and hold for two (2) years; then
destroy; however, records shall be
retained until resolution of audit
questicns.

Cut off monthly; hold in current
files area for six (6) months;
transfer to State Records Center
for 2 1/2 years then destroy;
however records shall be retained
until resolution of audit questions

Cut off at end of current fiscal
year; hold in current files area
for 1 year; transfer to State
Records Center and hold for two (2)
years; then destroy. However recor
shall be retained until resclution
of audit questions.

Cut off at end of current fiscal
year; hold in current files area
for 1 year; transfer to State
Records Center and hold for two (2)
year; then destroy. However record
shall be retained until resoclution
of audit questions.
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Continuation of Attachment Sheet
/

A

;75_,17% GPUBLIC ASSISTANCE CHECK REGISTERS FILE Cut off at end of current fiscal

. Documents relating to the issuance of © year; hold in current files area
Public Assistance checks. Included are: .+ for 1 year; transfer to State
form-#353 - Georgia State Department of " Records center and hold for two (2)
Family and Children Services Check years; then destroy. However
Register. Files are arranged by date and records shall be retained until

by county. - resolution of audit questions.




